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i2 February 1954

OPM 20- by5+ 2

OFFICE OF PERSONNEL MEMORANDUM NO,L0 =54
BUBJECT:  Civil Service Hobirament

RIFERENCES: Agency Regulavions on Civil Service Rebirement and
Chapter R-5, Federsl FPersounnel Manual

BESCISSION: Persornel Divector Memorandum 46-52 _
Nosignabtion of Beneficlery, Standard Form No. 2808

o This meomorandun esnabli.ahes the procedures to he followed
within the Office of Persounel in administering the Civil s@zﬂﬁ.@e
Rebireuent program as prescribed in Ageney Regulations.

2o Hebirewent Information 3-8
ZCP
%o Hebtiremand imfomam. ol advﬁ;ce and cownssling will be
ywovided by the Bsployes S iekon. For this purpose
Abbackment 1 will be used when amowpria&a ag an informani,em{
handout to interssted individuals, inclnﬁing perscnnel or. resignmfs
uob ab headcmarteax“s.

_ be The Councelivy Bra 163 ices Divisicn, has
,@aﬂeml msponsim;l.:.tv i‘ar eoncmeting mtﬂ.remem interviews, ap- .
prising employces who leéave the Agency of their retiremsnt status

and answering other specifie inquiries. The Im&mmmdﬂmﬁcb
Breneit;—E8D7 will provids necessary tochnical ass:astance o the
Counseling Eram:h. ' .

c. Counceling Branch will discuss in retivement interviews,
pre-exit interviews end when otherwise roquesbed, m‘ae follewing
factors as applﬁ.cab].@ to individual cases:

{1) Eligibility for rebirement
. {2) Length of eivilian and military service

g ,b‘< bp (3) Creditability of eervice
.(0 4\ '{ (é.) Types of annuidy ayé.ilable
&Tﬂ D/ \M’s (57 Siziwivm*’hmefits- |
Q‘ ‘ryé\ {6) Advantages of meking volmfc,ar:y contributiom s

deposits and redeposits
{(7) Estimated ampunt of the employee's amnulity or
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{8) Procedurs for meking application

d. Whenever practicable, the Counseling Branch will transalt
to individusls resigning outside of Washingbon, Do Copy informabion
congsyning their retirement rights, privileges, end benefite and
w11l provide the necessary applicstion forms, Such individoals
will b instructed to send applications to the 0£fice of Personnal,
2130 E Straet, No Wes Washington 25, Do C.p for processing and trenge
mittal to the Civil Service Commission (See Attachments 1, 2, 3 and

6)o

©s Tho Counseling Branch will review Individual cases of
prolonged shsence for reagons of i1l health to congidey the amployeals
possible eliglbility for disebility retirement. Im appropriate cases, .
ihe Counseling Branch will advise the employee of his apparant eligis
ility end of the procedural requirements for melking application {Sae
Attechment 2)q _ _ ‘ _

3, Advence Notice of Age Retirement

&, The Trensactions and Repords Braneh, Proceseirig end Records
Division, will werify the service ol each auployes epprogching mendse
tory age retirement, Verification will be obtained from thas Civil
Service Commigsion not less than one year but not mora than two yeors
in edvance., For this purpose, the Transactions and Reeords Branch,
FRD, will arrange with the Correspondence Branch, PRD, te preparce an
appropriate letter for signaturs snd trevemltiel to the Oivil Service
Covmission by the Deputy Assistant Direstor for Persomnel. Following
receipt of the werificstion, the Trensactions and Resords Branch will
pegord the information on the employes®s Service Récord Card (SF 7)
wad place the origined of the Commission's lotter In ths employes's
0ffieial Personmsl Folder. ' ‘

B, Advancs notics of mundatory ege retiremant will be glven
«n exployso approximstely thres months in adwanss of the dois of
his ssperations 1t must bo recoived by the employes at losgt 6D dsye
in sdvence. Thres HONLNS Prior Lo the due date of the ampleyea's
separadion, the Trenssotions and Records Brench will notify the
Coumseling Branch that the employes's mandstory 2ge retiremeant hee
. bren verified and specify the separation date. The Coungeling Beanch
will arrange for the Correspondence Branch to prepars & sultsbls
. msmorandum of advance notice. This memorandum will be prepared for
‘the signature of the DAL/P and will state the proposed effective date
of separstion and citation of ssction 2(2) of the Retirement Act as
authority for the retirement. N ,

o Pm&sss’(zxg of Applications for ﬁ_a'%;immm.' end Death Benefits
" @, Applications for Retirement
o 2 o
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The Insurance and Claims Branch will review each Appllca=
i4on for Retirement, Standard Form 2801, to insure that the foirm
is properliy executed and to determine if the data reported Ly tie
myioyee, such as the approximate years of service, ®itle of posi-
tion, ebtc., agrees with official docurentaticn in the employee’s
Orfieial Personnsl Folder. It will contact the employes for any
supporting papers needed or for clarification of comfiicting in-
formabion.

{1} Items 6, 7 and 8 will te filled out as follows:

{a) Item 6 - "CIAM wiil be stated as the placo
i employment; subordinate units will not be showm.

{b) Item 7 - “Washimston, I'. C." will be listed
as the place of employment.

{e) Item 8 -~ A generil. position title may be
uged 2L it is net an organisational title or ctherwise
peculiar to the Agsney. (£ gemeral civil service title
is ascceptable.)

{2) In any case in which the creditsbility or length of
service of the employse is mot comclusive, Lhe Tnsurance and
Mlaims Braneh will refer the gusstion to the Transnctions and

Hssords Branch for delermination, Wher necessary, and sesinity
eonsiderations permit, the Tramsszctiore and Records Branch willd

serange with the Correspondence Bramch for the proparation of
o letter, ror signature of the DAD/P, requustimg verificaticn
o1 the individuzl®s claimed service by the Clvil Serwvice lome
mission or other authentlie soure.

{3} 1If the application in for disability webirement, the

Tusurance and Claims Branch will secure Lhe reguired supporb-
ing documents from the Medieal Jfflce and the corganigatlional
wnit concerned {See Attachments 4 and 5). The Insurance und
aims Branch will reguast that the description of the dis-
4bility be phrased in general teyms i¥ such disability wes
ipeurred in line of duty and is dus t0 clagsifizd coporabions.
Tk injury should be described in a manner that will permlt
Hiie form to be unclassified.

b. Applications for Death Benafits

“hen an employee dies, the Counseling Branch will review
nis file to determine whether this record indicates a survivor or

beneficiary who may be eligible for death benefits. When applicable,

the Cownseling Branch will forward Standard Form 2800, Application/
“ne Loath Benefits, to the survivor concerned and inform him of the
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procgdural requirements ifivolved in making an application, including
the submission of a certified copy of the death certificate (See
Attachment 2). %CIA" W1l be stated &s the place of the decedentds
employment, and "Washington, D. C." as the location. The lettex
should specify that the form is to be returnsd to the 0flice of Per-
sonnel, 2430 E Street, No W., Washington 25, D, C., instend of to the
Civil Service Commission. Completed applications for demith benefits
w11l be processed by the Insurance and Claims Brench.

2o Final Processing of Applicatlons for Retlrement and Death
Tienefits

The Insurance and Claims Branch will determine whether any
special procsdure or documsntation is required to sffect gecure pro-
cosaing of Stendard Form 2800, Application for Death Benefite, and
Stunderd Form 2801, Application for Retirement, through the Retiree
ment Divisilon, Civil Service Commission. Standsrd Form 2306, Indi-
vidus) Retirement Record, and Standard Form 2807, Register of
Sepsrations and Transfers, will be obtained frem the Comptroller
for attachment to the applicatlion involved. Completed applicatione
will be forwarded to the DAD/P for signature, except as provided
in (1) below, and for transmittal to ths Civil Service Comwmission
in either an overt or a secure manner, as the clrcumstances require.

(1) If security cousiderations preclude signsturs of =n
application for ratiremsnt or death bsnsfits by the DAD/P, tha
Tsurance and Claims Branch will obtain the signatars of an
appropriate certifying officer in the Office of the Compltroller.

(2) Vvhen sscurity considerations so require, applications
will be hand carrled to cleared personnsl in the Commission for
final prooessing. ‘

5, Designation of Beneficlary
a, Designation at Entrance on Duty
The Transectlions and Reeords Branch will scqueint sash
appointes of ‘the order of precedsncs dsfined by law and will it
struct him to emecute Stendard Form 2808, Designation of Peuanfie
giary, in duplicate, if he desires to elect a bencliciary cut of
ths prescribsd order. i
bo  Designation During Employmant
(1) in employse may designate or redssiznats a benefi-
ciary out of the prescribed order of precedence at any time
by exsouting end forwarding two coples of Standard Form 2808,
Designation of Beneficiary, to the 0ffice of Personnal.

“lf o
syﬂm
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(2) During an employee’s processing for overseas assign-
ment, the Central Processing Branch, PRD, will advise him of his
right to designate a beneficiary. Interested employees will
be referred to the Transactions and Records Branch. The eme
ployee will be advised against taking his perscnal copy of the
designation form overseas,

¢, Designaticn at Separation

Tach employee in the Washington area who applies for im-
medlate or deferred retirment annuity when he leaves the Agency
will be advised by the Counseling Branch of his right to designate
a beneficiary out of order of precedence. Interested individuals
will be referred to the Transacticns and Records Branch.

d, Processing of Standard Form 2808, Designation of
Beneficiary

(1) The Chief of the Transactions and Records Branch
is responsible for verifying that the form is signed, wit-
nessed, dated and otherwise prepared in accordancs with Civil
Service Commission rcquirements, except that Item 4 on the
form will be laft blank.

{2) Both copies of Standard Form 2808, Designation of
Beneficiary, will be tranemitted to the office of the Assiz~
tant Director for Personnel for stamping the official date
and time of receipt on both copies. The forms will be re-
turned to the Transactions and Records Branch, - -

(3) The Transactions and Records Branch will detach
the duplicate copy of the form and forward it through admin.
istrative channels to the designator for his personal record.
The original of the form will be forwarded to the Fiscal or
Finance Division, as appropriate, by an original and ene copy
of a transmitial memorandum. The memorandum will request the
Division concerned te acknowledge receipt of ths form on the
copy of the memorandum and to return this copy to the Trans-
actions and Records Branch for filing in the employee®s Official
Persomnel Folder. The Transactions and Records Branch will
maintain a third copy of the transmittal memorandum in sus-
pense until the Fiscal or Finance Division concerned returns
the acknowlcdged copy, whereupon the Transactions and Records
Branech will destroy the suspense copy of the memorandum.

{L) The Fiscal or Finance Division, as appropriate, will
retain the original copy of the form until the individual
concerned leaves the Agency. Upon separation of the employee 5

.
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the most recent form prepared by the employee will be attached
to Standard Form 2806, Individual Retirement Record, and
Standard Form 2807, Reglster of Separations and Transfers, for
transmittal to the Civil Service Commission,

6. Applications for Purchase of Service Credit
&, Regular Procedurse

(1) Employee applications for deposits or radeposits
will bs submitted to the Insurance and Claims Branch on Stand-
ard Form 2803 {or Standard Form 1lu3), Applicatiocn for Purchase
of Service Credit, for assistance and procussing.

(2) Whenever possible, the Insurance and Claimg Branch
will execute Schedules 1 and 2 of the form on the basis of
the information available from the employee's Offlicial Per-
gonnel Folder. The Chief, Bmployee Services Division will
sign the form as evidence that the statements in Schedulas
1 and 2 are based upon official records of the Agency aznd
will forward the form to the Retirement Division, Civil Ser-
vice Commission. '

. {3) It applicable, the Insurance ana Claims Branch will
coordinate with the office of the Assistant Director for
Personnel any security questions involved in processing such
appiications., - ‘

. Speelal Procedure

The office of the Assistant Director for Personnel will
process applications for purchase of .service credit through secure
channels in the Civil Service Commission when special processing
is Justified on security grounds.

7. Voluntary Contributiona

if the office concerned interposes no gscurity objections; an
smployee may make voluntary contributions to the Hetirement Fund by
submitting directly to the Civil Servica Commisslon Standard Fowm
280k, Hlection to Make Voluntary Contributions (See[  |Sections 25X1A
6e and 7f). If thls procedure is considered by the office concerned
o be unsuitable for security reasons, the spplication will he for-
warded to the office of the Assistant Director for Personnel for
secure handling.

#. Processing Applications for Refunds

2. Reguwlar Procedure

Y
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25X1A (1) An eaployee eligible for a refund, as indicated in
Section 64 of may moke application when he is

sbsolutely separated from the Federal service by exmcuting
Standard Form 2002, (or Standard Form 102), Application for
Refund of Retirement Deductions. If the employse plans to re~
enter goverrment service at soms future date, he should be in=-
formed of the necessity for paying back the deductions plus
accrued interest in order lo receive retirement credit for the
peried of mervice covered by the refimd, -

{(2) The Counseling franch will sssist interested Indivi-
duals in preparing Standard Form 2802, Applicatlon for Refund
of Retirement Deductions, at the time of the exit intervisw.
Completed forms will be forwarded to the Payroll Branch of the
Fiscal or Finsnce Division, as appropriate, for final prosessing
and transmittsl to the Civil Service Commission.

. (3) Vhen practicable, the Counseling Branch may CONNIGIL~
cote with an employee resigning outside of Washington, Dc C.
concerning his eligibility for a refund and the procedure to
ba followed (See Attachments 3 and 6), The employse should ba '
inatructed to subnit the application form to the Office of
Persomel, 2430 E Strest, N. We, Washington 25, Do C., insisad
of %o the Civil Service Commission. Upon recslpt of the appil-
cation, the Counseling Brench will forward it to the appropriate
Payroll Branch for final processing and transmittal to ths
Comnission, :

b, Special Procedure

A speeisl procadure may be usad for refund of retiremant

. asductions direetly by the Agency vhen disclosurs of the individulfis
Agancy connection would abridge securlty requirements. No secrued
intarest is paid under this procedurs. In sccordancs with the sgroe~
ment between the Agency snd the Civil Service Commisaion, the procoduzd
must be used sparingly. All requests for direct rofund will be
praferred to $he office of the Assistant Director for Persermel for
revisw and approval.

$, Reeemployment of Annuitants

whensaver consideration is being given to the re-smploymsnt of &
eivil service snnuitant, the case will be referred to the office of
the Assistant Director for Personnsl for approval.

10. Information on Retirement Aetivities Performed by Compticllerts
Office .

. Making Retirement Deductions

when effecting salary payments o saployeas paid from vouch=
amsd funds, the Fiseal Division is responsible for concurrently

e
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transferring the total amount of retirement deductions from the
CIA appropriation to the retirement fund in the U.S. Treasury.
At the end of each month, the Finance Division prepares a check,
payable to the Treasurer of the United States, for the actual
amount of retirement deductlions taken from salaries paid from
unvouchered funds during Lhe pericd and forwards the check to
the 1.S. Treasury through the Fiscal Divislon.

" b. Processing Individual Retirement Records

(1) When an individusl enters on duty, the Transactions
and Records Branch initiates Standard Form 2806, Individual
Retirement Record, and forwards it to the Fiscal or Finance
Division, as appropriate. The Division concerned mainteins a
record of retirement deductions taken during the individuwal's
employment in the Agency. When an employee iransfers between
vouchered and unvouchered funds, his Standard Form 2806,
Individual Rebtirement Record, is alsesc transferred.

{2) When an employse sepavates fvom the Agency, the
Fiscal Division transmits St:ndard Form 2806, Iadividual Re-
tirement Record, and Standard Form 2807, Reglster of Sepu-
rations and Transfers, to the Civil Service Commission except
when the Office of Personnel obtains these forms for trans-
mittal with a retirement application. Finance Division forwards
Standaxd Form 2806%s for ecmployees paid from unvouchered funds
to the Commission through the Flszal Division.

“g. Direct Refund of Deductions

Whenever unusual circumstarces require that an individual's
employment in this Agency not be revealsd; sven after he 1ls sepa- -
rated or transferred, the Assistant Director for Personnel may approve
a refund of the amount of his retirement deductions. The Finance
Division will pay the individual a Jump-sum equal to the retirement
deductions originally taken out. The employee's Form 2806, Indi-
vidual Retirement Record, is removed from the file, and necessary
accounting changes are nade in the retlrement records in order that
the individual's employment will not be reported to the Civil Service
Commlission. :

7 BED / B. MELOON
Depity Assi¥tant Director _
for Personnel 25X1A

Attachments
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